Ms. Dusty Otwell
Carrollton, GA 30117
Phone: 678-839-6035
Email: dotwell@westga.edu
CAREER PROFILE 
Highly motivated and experienced chemistry laboratory coordinator. Dedicated to finest quality laboratory services that meets the needs of faculty, staff, and students. Excellent administrative skills, through knowledge of all Microsoft Office Programs, as well as proficiency in laboratory safety. Leadership skills with ability to train others, adaptable, creative, detail minded, ethical, flexible, multitasking, self-managing, team player. 

EDUCATION

University of West Georgia, Carrollton, GA  July 2003
Bachelor of Science in Chemistry
PROFESSIONAL EXPERIENCE
Chemistry Department, State University of West Georgia, Carrollton, GA

2012-Present
Chemistry Laboratory Professional

Workshop




· Advertising, recruiting, and training of all new workshop leaders of the PLTL program including reviewing applications, participating in group interview, selection and training.
· Supervising all workshop leaders (approximately 45 student employees per year).
· Responsible for workshop grades of approximately 1350 general chemistry and allied nursing students in an organized spreadsheet per year.
· Assessing approximately 100 leaders’ performances and offering constructive feedback per year.
· Making modifications and improvements to the workbooks.
· Calculating exam scores for individual leaders each semester for all exams.
· Creating schedule grid for spring, summer, and fall for workshop and individual leader.
· Working out Summer, Fall, and Spring schedules for Banner.
· Analyzing midterm and final evaluation surveys.
Lab
· Setting up lab equipment/supplies for approximately 28 general chemistry and 22 organic labs per year.
· Organizing of chemical stock and 64 general chemistry lab drawers.
· Prepping organic (2455, 2411, 3422), nursing (1151 and 1152), and general (1211, 1212) chemistry labs.
· Proper labeling, safety handling, storing, and coordinating proper chemical waste containment and disposal according to MSDS regulations.
· Ordering and maintaining of all chemicals, solutions, and equipment for general and organic labs.
· Performing routine and analytical work needed to prepare reagents, solutions, and materials for laboratory experiments.
· Monitoring lab equipment maintenance and use.
· Troubleshooting instrumentation problems.
· Advertising, recruiting, and training student lab workers. 

· Supervising student lab workers and teaching assistants.
Other
· Providing CourseDen support to the faculty in the Chemistry Program.
· Correcting and approving bi-weekly OneUSG of all workshop leaders and teaching assistants. 

· Assessing the effectiveness of workshop leaders and teaching assistants with evaluations.

· Organizing the chemistry awards ceremony preparation and execution.
· Helping with the West Georgia Regional Science and Engineering Fair (WGRSEF).
· Setting up, organizing, and distributing American Chemical Society (ACS) exams.
· Helping with CHEM 2083: Leadership Practicum Course for new workshop leaders and teaching assistants.
Chemistry Department, State University of West Georgia, Carrollton, GA 
August 2008-2011
Assist. Chemistry Workshop & Lab Coordinator  
· Assisting in the recruitment process of the PLTL program including photographing present leaders for recruitment posters and distributing the posters. Attending chemistry lectures to inform potential leaders of the opportunity.
· Reviewing applications, participating in the interview process, and contributing to the selection decisions of new leaders.
· Assisting in the training process of all new leaders.
· Assisting in the preparation of leaders by conducting weekly leader meetings.
· Entering workshop grades into Corel and downloading online homework.
· Creating and distributing summary quizzes for all sections of workshop.
· Assisting in the preparation and follow-through of a mid-term “retreat” for all leaders and in evaluating its effectiveness.
· Assessing each leader’s performance and offering constructive feedback.
· Conferring with the workshop coordinator, calling attention to problems needing to be addressed and offering possible solutions.
· Making suggestions for improvement to the workbooks.
· Helping to keep the workshops running smoothly in the coordinator’s absence
· Continuing my training through attending national conferences
· Providing webpage and WebCT support to the faculty and staff in the Chemistry department.
· Prepping and teaching general chemistry labs
State University of West Georgia, Carrollton, GA 




June 2006-2008
Administrative Assistant - For Associate Dean of Arts and Sciences
· Assisting in the recruitment process of the GEMS learning communities

· Creating brochures and letters for recruitment

· Creating and maintaining the GEMS website

· Designing and maintaining the learning communities WebCT Vista web pages

· Training, evaluating, and offering feedback to mathematics and physics leaders

· Assisting in the training and evaluation of GEMS research students

· Coordinating with faculty members of the GEMS program

· Collecting and analyzing data

State University of West Georgia, Carrollton, GA 



August 2003-2008
Chemistry Super Workshop Leader

     
· Selecting, training and mentoring over 120 workshop leaders
· Reviewing applications, participating in interview process and contributing to the selection decisions

· Assisting in preparing for mid-term “retreat” and in evaluating its effectiveness

· Assessing each leader’s performance and offering feedback

· Assisting in the preparation of all leaders by conducting leader meetings

· Conferring with the workshop coordinator, calling attention to problems that needed to be addressed and offered possible solutions

· Making suggestions for improvement of the workbooks
· Helping keep the smooth running of workshops in the coordinator’s absence
· Continuing my training through attending national conferences

ADDITIONAL INFORMATION
Volunteer Experience: Advisor for Campus Ministry International (CMI) Student Organization



       Past advisor for Phi Beta Sigma Fraternity

Awards:
2010 COAS Outstanding Staff Award



2015 Safety Leader of the Year



2015 Above & Beyond Risk Management Environmental Health Safety



2017 COSM Outstanding Staff Award


2017 Student Government Association Faculty Member of the Year
Technology Skills: Computer skills with proficiency (MS Word, WordPerfect, Excel, PowerPoint, FrontPage, Publisher, WebQuest, CS ChemOffice, Printmaster, Dreamweaver, WS_FTP95 LE, MovieMaker, Photoshop, FileMaker, Corel, Fotofusion, Banner, ADP, OneUSG, Lightroom) [image: image1.png]



